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DOT Urine Specimen Collection Guidelines
for the
U.S. Department of Transportation Workplace
Drug Testing Programs
(49 CFR Part 40)

These guiddines apply only to employers and individuas who come under the regulatory
authority of the U.S. Department of Trangportation (DOT) and those individuas who
conduct urine specimen collections under DOT regulations. The term “employeg’ is used
throughout this document and has the same meaning as “donor” as used on the Federa
Drug Testing Custody and Control Form (CCF).

These guidelines are a complete revison of the December 1994 (revised in October
1999) DOT Urine Specimen Collection Procedures Guiddines, 49 CFR Part 40, for
Trangportation Workplace Drug Testing Programs. These guidelines contain al of the
new requirements and procedures contained in the DOT rule published in the Federal
Register on December 19, 2000, effective August 1, 2001, and in the Technica
Amendments, published on Augugt 9, 2001. It contains minimal graphics and formeatting
to ease transmission and downloading of the document from the Internet. All previous
amendments and interpretations are superseded and no longer in effect.

All information appearing in these guiddinesisin the public domain and may be used or
reproduced without permission from DOT or others. Citation of the source is appreciated.

Note: All DOT-required collections are conducted using split specimen procedures.
There are no exceptionsto this requirement.

Note: If an alcohol test isalso required, the alcohol test should be conducted first, if
practicable.

This document may be updated or modified based on additional interpretations or other
procedural changes. Collectorsand service agents should check the DOT web site
periodically to ensure that they have the latest version (www.dot.gov/ost/dapc/).
August 2001, Version 1.01

Previous editions are obsolete
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INTRODUCTION

The Department of Transportation's (DOT) operating administrations (Federal Aviation
Adminigtration, Federal Motor Carrier Safety Adminigtration, Federal Railroad
Adminigration, Federal Trandt Adminigtration, Research and Speciad Programs
Adminigration, and the United States Coast Guard) have issued regulations requiring
anti-drug programs in the aviation, highway, railroad, mass trangt, pipeline, and maritime
indugtries. The DOT operating administrations rules require that employers conduct drug
testing according to provisions of 49 CFR Part 40, "Procedures for Trangportation
Workplace Drug Testing Programs,” Find Rule, published in the Federd Register on
December 19, 2000 (65 FR 79462), effective August 1, 2001, together with subsequent
technicd amendments. Previoudy published rules, amendments, interpretations, and
guiddines are no longer in effect.

The procedures for collection of urine under these rules are very specific and must be
followed whenever a DOT-required urine specimen collection is performed. (The only
exception isthe Federd Railroad Adminigtration's Post- Accident Toxicologica Testing
Program in which arallroad representative will provide the collector specific ingtructions
and atesting kit.) These procedures, including use of the Federd Drug Testing Custody
and Control Form (CCF), apply only to DOT-required testing. While employers may use
these collection and testing procedures for testing under employer or state authority, they
must not use a Federal CCF nor can they imply that company tests are conducted using
DOT authority.

The collector has amgor role in the success of the DOT’ s drug testing program. The
collector isthe one individud in the testing process with whom al employees have

direct, face-to-face contact. Without the collector assuring the integrity of the specimen
and collection process, the test itself may lose vdidity. Without the collector's sengtivity
to an employee's privacy, the entire testing program may be subject to criticism. Itis
impertive that collectors fully understand and follow these procedures. These guiddines,
together with 49 CFR Part 40 and the DOT operating adminigtrations rules, will provide
collectors with the information needed in the performance of their collection duties.

The information in this document addresses normal collection procedures and some of
the more common problems or Situations encountered. However, information contained
in this publication should not be used to interpret the legd requirements of the actud rule.
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SECTION 1. COLLECTOR

Part 40 defines a collector as atrained person who instructs and asssts employees a a
collection ste, who receives and makes an initid ingpection of the urine specimen
provided by those employees, and who initiates and completes the Federal Drug Testing
Custody and Control Form (CCF).

Note: DOT does not require or provide collector certification. Collectors need to
have documentation reflecting thet they have met appropriate training
requirements.

Any individud, who has received training specified in 49 CFR Part 40 (40.33) for
conducting the required collection procedure, may serve as a collector except in the
following Stutions

1. Theimmediate supervisor of a particular employee may not act as the collector
when that employee is tested, unless no other collector is available and the
supervisor is permitted to do so under aDOT operating administration’s drug and
acohal regulation. (The immediate supervisor may act as a monitor or observer
(same gende) if there is no dternate method at the collection site to conduct a
monitored or observed collection.);

2. An employee who isin a safety-sengtive position and subject to the DOT drug
testing rules should not be a collector, an observer, or amonitor for co-workers
who arein the same testing pool or who work together with that employee on a
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dally badis. Thisisto preclude any potential gppearance of colluson or
impropriety;

3. Anindividud working for an HHS-certified drug testing laboratory (eg., asa
technician or accessoner) may not act as a collector if that individud can link the
employee with the specimen drug test result or laboratory report; and,

4. The employee may not be the collector of hisor her own urine specimen.

Note: To avoid a potentia conflict of interest, a collector should not be
someone that is related to the employee (e.g., Spouse, ex-spouse, relaive)
or aclose persond friend (e.g., fiancée).

A collector should have appropriate identification, which includes the collector’ s name
and the name of the Callection Company or clinic. The collector isrequired to provide
his or her identification if requested by the employee. There is no requirement for the
collector to have apicture1.D. or to provide his or her driver's license with an address or
telephone number. Also, the collector is not required to provide any certification or other
documentation to the employee documenting the collector's training. However, the
collector must provide this documentation on request to DOT agency representatives and
to employers and service agents (SA) or Consortia' Third Party Administrators (C/TPAS)
who are using or negotiating to use that collector’s services.

Asthe callector, you must have the name and tel ephone number of the appropriate
Designated Employee Representative (DER) and of the SA or C/TPA, where applicable,
to contact about any problems or issues that may arise during the collection process.
SECTION 2. COLLECTION SITE
A collection dteis a place (permanent or temporary) selected by the employer where
employees present themsdlves for the purpose of providing a urine specimen for a DOT-
required drug test.
Generdly, there are two types of collection facilities:

1. A dngle-toilet restroom, with a full-length privacy door, or

2. A multi-tall restroom, with partid-length doors.
A collection ste mugt have:

1. A restroom or gdl with atoilet for the employee to have privacy while

providing the urine specimen. Whenever available, asingle toilet restroom, with a

full-length privacy door, is preferred. All types of restrooms including amobile
fecility (eg., avehicle with an enclosed toilet) are acceptable.
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2. A source of water for washing hands that, if practicd, is externd to the
restroom where urination occurs. If the only source of water available isinsde the
resiroom, the employee may wash his or her hands, and then the collector must
secure (e.g., use tamper-evident tape, cut off the water supply) the water source
before the collection takes place. If water is not available at the collection Site, the
collector may provide moist towel ettes outside the restroom.

3. A auitable clean surface for the collector to use as awork areaand for
completing the required paper work.

A second type of facility for urination, which can be used as a collection site, isamulti-
gdl restroom. Such asite must provide substantia visud privecy (e.g., atoilet gal with
a partial-length door) and meet dl other requirements listed above (2 and 3).
Additiondly, if amulti-tall restroom is used, the collector must either:

1. Secure al sources of water and other substances that could be used for
adulteration and subgtitution (e.g., water faucets, sogp dispensers) and place
bluing agent in dl toilets or secure the toilets to prevent access; or

2. Conduct dl collections as monitored collections (See Section 9).

No one but the employee may be present in the multi-stal restroom during the collection,
except the monitor in the event of a monitored collection or the observer in the event of a
directly observed collection.

Note: The collector’ swork area may be located outside the restroom. However, if
there is no appropriate space available outside the restroom to serve as a secure,
clean work area and the restroom is either amulti-stdl facility or asingle sall
facility with apartid door for privacy, and is large enough to accommodate a
work area, the collector may locate the work areainsde the restroom aslong as
al procedures for amonitored collection are met.

All collection Stes must meet the following security requirements by having:

1. Procedures or redtrictions to prevent unauthorized access to the site during the
collection;

2. Procedures to prevent the employee or anyone e se from gaining unauthorized
access to the collection materids/supplies. The collector must also ensure that the
employee does not have access to items that could be used to adulterate or dilute
the specimen (e.g., Soap, disnfectants, cleaning agents, water);

3. Procedures to ensure that all authorized persons are under the supervision of a
collector or gppropriate Site personnd at dl times when permitted into the Ste;
and,
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4. Procedures to provide for the secure handling and storage of specimens.

Note: The testing Steisthat portion of the facility where the collector
performs the paper work, seals the specimens, and where urination occurs.
It does not necessaxily include the totd physicd facility (e.g., clinic).
Additionaly, unauthorized personnd are any individuals that are not
specificaly authorized by the regulation, the collector, or employer to be
present at the collection ste.

SECTION 3. COLLECTION SUPPLIES

The following items must be available at the collection Ste in order to conduct proper
collections.

1. For eech DOT drug test, a collection kit meeting the requirements listed at
Appendix A of these guiddines.

2. Federd Drug Testing Custody and Control Forms (CCF).

3. Bluing (coloring) agent to add to the toilet bowl/water tank to prevent an
employee from diluting the specimen.

4. Single use disposable gloves are recommended for use by collectors while
handling specimens.

5. The collector should have available tamper-evident tape for securing faucets,
toilet tank tops, and other appropriate areas, and sSigns, when necessary, that can
be posted to prevent entry into collection aress.

SECTION 4. FEDERAL DRUG TESTING CUSTODY AND CONTROL FORM

The Federa Drug Testing Custody and Control Form (CCF OMB No. 0930-0158, Exp.
Date: 6/30/2003) must be used to document every urine collection required by the DOT
drug testing program. The CCF must be a five-part carbonless manifold form. Thisform
may be viewed on the DOT web site (http://www.dot.gov/ost/dapc/) or the Department of
Hedlth and Human Services (HHS) web site http://workplace.samhsa.gov/. CCFs are so
available from anumber of different sources (e.g., laboratories, service agents) dthough
they are usudly part of the urine collection kits provided by alaboratory.

The CCF conggts of the following five copies:

Copy 1. Laboratory Copy - accompanies the specimen to the laboratory
Copy 2. Medica Review Officer Copy - sent to the MRO

Copy 3. Collector Copy - retained by the collector

Copy 4. Employer Copy - sent to the employer

Copy 5. Employee Copy - given to the employee
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The CCF is completed as follows.

Step 1 (Copy 1). This step is completed by the collector or employer representative prior
to the employee providing a urine specimen. The employer and MRO names, addresses,
and telephone and fax numbers may be preprinted or handwritten If the employer has
designated a service agent to receive the results from the MRO, the employer’ s address
may be omitted and the service agent’ s address may be used. However, in al cases, the
specific employer’ s name, telephone and fax numbers must be included. A dinic or
collection Site name may not be used in lieu of an employer name. The collector enters
the employee’ s socid security number or employee’ s 1D number after verifying the
employee sidentity. The collector so marks the appropriate box to indicate the reason
for the test and the appropriate box for the type of drug tests to be performed (al DOT
drug tests are for five drugs). The collector then enters the information required for the
collection ste (this information may aso be preprinted). The collector’ s telephone
number is critica, snce the laboratory or the MRO may need to contact the collector if
they have questions related to a collection.

Step 2 (Copy 1). This step is completed by the collector after receiving the specimen
from the employee and observing the temperature of the specimen. This step requiresthe
collector to mark the appropriate box to indicate if the temperature of the specimen was
within the required temperature range. This step also requires the collector to indicate
whether it isa split pecimen or Sngle specimen collection, to indicate if no specimen
was collected and why, or to indicate if it was an observed collection and why.

Note: All DOT collections are split specimen collections and should never have
the single specimen collection box checked.

Step 3 (Copy 1). This step ingtructs the collector to sedl and date the specimen bottles,
have the employee initid the bottle seds after placing them on the bottles, and then
ingruct the employee to complete step 5 on the MRO copy (Copy 2).

Step 5 (Copy 2; note this differs from the other steps in that the collector turns to Copy 2
for the employee to fill out and then turns back to Copy 1). This step is completed by the
employee (listed as donor on the CCF). The employee reads the certification statement,
prints his or her name, provides date of birth, daytime and evening telephone numbers,
date of collection, and sgns the form. After the employee completes this portion of the
CCF, the collector reviewsit to ensure that dl the required information was provided.

Step 4 (Copy 1). Thisstep isinitiated by the collector and then completed by the
laboratory after the laboratory ons the specimen. This step requires the collector to
sggn the form to certify that the pecimen was collected, l1abeled, sealed, and released for
shipment to the |aboratory in accordance with Federal requirements. The collector isaso
required to note the time of the collection, the date of collection, and the specific name of
the ddlivery service to whom the specimen is released for shipment to the laboratory.
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Note: There is no requirement for couriers, express carriers, or posta service
personnel to add additional documentation to the chain of custody for the
specimens during trangit because they do not have direct access to the specimens
or the CCF. Chain of custody annotations resume when the shipping
container/package is opened and accessioned at the laboratory.

Step 5(a) (Copy 1). This step is completed by the [aboratory to report the test result of the
primary specimen.

Step 5(b) (Copy 1). This step is completed by the |aboratory to report the test result of the
gplit specimen if the split specimen is tested.

Step 6 (Copy 2). This step is completed by the MRO in reporting the results of the
primary specimen to the employer.

Step 7 (Copy 2). This step is completed by the MRO in reporting the results of the split
gpecimen to the employer.

The bottom area of Copy 1 isreserved for the tamper-evident specimen bottle
sedd/labels. There must be two sedg/labels (i.e., one marked with the letter "A™ to
designate the primary specimen and the other marked with the letter "B" to designate the
Split specimen) to accommodate collecting split specimens. Each sed/labe must have the
same preprinted specimen identification number that appears at the top of the CCF. Each
sed/label must a'so have a place for the collector to annotate the date of the collection
and aplace for the employeeto initid each sed/label after it is placed on the specimen
bottle.

Note: No one (including collection Site personnd or the collector) is permitted to
require an employee to sign a consent, release, or waiver of liability, or
indemnification agreement with respect to any part of the drug testing process.
Collection gtes (clinics) may not use “generic” consent forms for DOT-required
urine specimen collections, even if their clinic policy requires consent from the
generd patient population.

SECTION 5. EMPLOYEE IDENTIFICATION

The employee must provide appropriate identification to the collector upon arriva at the
collection Ste. Acceptable forms of identification include:

1. A photo identification (e.g., drivers license, employee badge issued by the
employer, or any other picture identification issued by a Federal, state, or
locd government agency), or

2. ldentification by an employer or employer representative, or

3. Any other identification alowed under an operating adminidration’ s rules.
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Unacceptable forms of identification include:
1. Identification by a co-worker,
2. Identification by another safety-sengitive employee,

3. Use of asingle nonphoto identification card (e.g., socid security card, credit
card, union or other membership cards, pay vouchers, voter registration card), or

4. Faxed or photocopies of identification document.

Note: If the employee cannot produce positive identification, the collector
must contact a DER to verify the identity of the employee. The collection
should not proceed until pogtive identification is obtained. However, if an
owner/operator or other salf-employed individua does not have proper
identification, the collector should record in the remarks section that
positive identification is not available. The owner/operator must be asked
to provide two items of identification bearing hisher sgnature. The
collector then proceeds with the collection. When the owner/operator sSigns
the certification statement, the collector compares the signature on the
CCF with sgnatures on the identification presented. If the Sgnatures
appear consigtent, the collection process continues. If the signature does
not match signatures on the identification presented, the collector makes
an additiond note in remarks section gating "sgnature identification is
unconfirmed.”

SECTION 6. COLLECTION PROCEDURES

The collector must do the following before each collection to deter potential tampering,
adulteration, adteration, or subgtitution of the specimens:

1. Secure any water sources or otherwise make them unavailable to employees
(e.g., turn off water inlet, tape handles to prevent opening faucets);

2. Enaure that the weter in the toilet and tank (if applicable) has bluing (coloring)
agent in it. Tgpe or otherwise secure shut any movable toilet tank top, or put
bluing in the tank;

3. Ensure that no soap, disinfectants, cleaning agents, or other possible adulterants
are present;

4. Ingpect the Site to ensure that no foreign or unauthorized substances are present;

5. Ensure that undetected access (e.g., through adoor not in your view) is not
possble;
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6. Secure areas and items (e.g., ledges, trash receptacles, paper towd holders,
under-snk areas) that appear suitable for conceding contaminants; and

7. Recheck items (1) through (6) following each collection to ensure the Site's
continued integrity.

If the collection Site uses afacility normaly used for other purposes, such asapublic
restroom or hospital examining room, the collector must aso ensure before the collection
that:

1. Accessto collection materids and specimensis effectively restricted; and

2. Thefacility is secured againgt access during the procedure to ensure privacy to
the employee and prevent distraction of the collector. Limited- access Sgns must
be posted.

To avoid digtraction that could compromise security, the collector is limited to
conducting a collection for only one employee a atime. However, during the 3 hour time
period that an employee is consuming fluids (shy bladder), the collector may conduct a
collection for another employee. In this case, the employee with the shy bladder must be
properly monitored (see Section 7).

When a specific time for an employee's test has been scheduled, or the collection Steisa
the employee’ swork dte, and the employee does not gppear at the collection site at the
scheduled time, the collector must contact the DER to determine the appropriate interva
within which the DER has determined the employee is authorized to arrive. If the
employees ariva is ddayed beyond that time, the collector must notify the DER that the
employee has not reported for testing.

Note: For a pre-employment te, if an employee failsto appear, falsto provide a
urine specimen, or fallsto remain & the collection gte, thisis not considered a
refusal provided the employee |ft the testing Site or did not provide a specimen
before the testing process commenced (.., the employee was given the collection
kit or cup by the collector).

Thefollowing steps describe a typical urine collection conducted under the DOT-
mandated procedures:

1. The collector prepares the collection Site to collect urine specimens. All collection
supplies must be available, the area properly secured, water sources secured, and bluing
(coloring) agent placed in dl toilets as specified in Sections 2 and 3 of these guideines.

2. The collector begins the collection without delay after the employee arrives at the
collection ste. Do not wait because the employeeis not ready or states he or sheisunable
to urinate. In most cases, employees who state they cannot provide aspecimen will, in
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fact, provide sufficient quantity to complete the testing process. (If an dcohol breath test
is aso scheduled, the alcohol test should be conducted firgt, if practicable.)

3. The collector requests the employee to present an acceptable form of identification. If
the employee cannot produce positive identification, the collector must contact the DER
to verify the identity of the employee (see Section 5). If the employee asks the collector
to provide identification, the collector must show the employee some form of
identification. It must include the collector’ s name and the employer’s (or collection Site)
name. It does not have to be a picture identification or include the collector’s home
address or telephone number.

4. The collector explains the basic collection procedures to the employee and reviews the
ingdructions on the back of the CCF with the employee.

5. The callector ensures that the required information is provided at the top of the CCF
(the laboratory name and address and a pre- printed specimen 1D number which matches
the ID number on the specimen bottle sedls). If the information is not aready preprinted,
the collector begins entering the required information in Step 1 of the CCF (employer's
name, address, telephone and fax number, and 1.D. number (if applicable); MRO name,
address, telephone and fax number; employee SSN or employee ID number (refusal by
the employee to provide a SSN is not arefusal to test, but requires the collector to
annotate thisin the remarks); reason for test; drug test to be performed; and collection
gte informétion).

Note: Part 40 requires a specific MRO's name and address on the CCF rather than
the name of the dlinic or medicd facility. An employer must provide to the

collector the name and telephone number of the appropriate DER. This may be
part of the CCF information that is pre-printed or may be under separate
documentation. If thereisno employer or DER telephone number on the CCF,
the collector should write in the DER name and telephone number on the CCF (if
thisinformation is available) so that ether the collector or the MRO may get in
touch with a company representative when any problems arise related to that

specimen.

6. The collector asks the employee to remove any unnecessary outer clothing (e.g., codt,
jacket, hat, etc.) and to leave any briefcase, purse, or other persona belongings he or she
is carrying with the outer clothing. The employee may retain hisor her wallet. If the
employee asks for areceipt for any belongings left with the collector, the collector must
provide one.

Note: To safeguard employee s belongings, procedures may be established where
the belongings are locked (at the collection Site or in the bathroom) or other
dternate methods may be developed. For example, if an employee comesto the
collection site with his or her medications and desires that the collector secure the
medication, the collector may place the medication in alocked cabinet, if
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available, or dternately, could sedl the medication in an envelope, secure the
envelope with tamper-evident tape and retain the envelope in a secure place.

Note: The collector may encourage the employee to aso leave, with hisor her
other belongings, any other items that the employee will not need or may be
prohibited from carrying into the restroom.

Note: The employee must not be asked to remove other articles of clothing, such
as shirt, pants, dress, or under garments. Additiondly, the employee must not be
requested or required to remove al clothing in order to wear a hospital or
examination gown. An exception may be made, if the employeeisaso

undergoing a physica examination authorized by a DOT operating
adminigration’srule, in conjunction with the drug test, which normaly includes
wearing a hospital gown. Work boots or cowboy boots do not have to be removed
unless the collector has a reason to suspect that the employee has something in
them, which may be used to adulterate or subgtitute a specimen. When an
employeeis asked to remove his or her hat or head covering, and refuses to do so
based on rdigious practice, the collector may exempt the employee from remova
of the head covering, unless the collector has an observable indicator that the
employeeis attempting to hide insde the head covering adulterants or other
substances which may be used in an attempt to adulterate or subgtitute a

Specimen.

7. The collector directs the employee to empty hisor her pockets and display the itemsto
ensure that no items are present that could be used to adulterate the specimen. If nothing

is there that can be used to adulterate a Specimen, the employee places the items back into
the pockets and the collection procedure continues. If the employee refuses to empty his
or her pockets, thisis consdered arefusa to cooperate in the testing process.

Note: If anitem isfound that appears to have been brought to the collection site
with the intent to adulterate the specimen, adirectly observed collection
procedure becomes a requirement. If the item appears to be inadvertently brought
to the collection Site, secure the item and continue with the normd collection
procedure. For example, a bottle of eye drops may have been brought
inadvertently and would have to be secured by the collector and the collection
would proceed. However, abottle of liquid or urine would suggest intent to
tamper with the specimen and a directly observed collection would be required.
Whatever the employee brings into the collection gte, the collector should retun
it to the employee at the end of the collection. Items, such as suspected urine,
plagtic bags with fluid in them, artificia or mechanica objects for providing
subdtituted urine, etc., should be fully described in an atached memorandum for
record, copies of which should be sent to the MRO and the employer.

8. The collector ingtructs the employee to wash and dry his or her hands, under the
collector's observation, and informs the employee not to wash his or her hands again until
after the employee provides the specimen to the collector. The employee must not be
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dlowed any further accessto water or other materias that could be used to put into the
Specimen.

Note: The employee may use soap and, if practicable, it should be aliquid or
cream. A solid bar of soap gives the employee the chance to concea soap
shavings under his or her fingernails and subsequently use them to attempt to
adulterate the specimen.

9. The collector either gives the employee or alows the employee to salect the collection
kit or collection container (if it is separate from the kit) from the available supply. Either
the collector or the employee, with both present, then unwraps or breaks the sedl of the
kit or collection container.

Note: Even if the collection kit is seded, the collection container mugt il be
seded or individudly wrapped in a plastic bag or shrink wrapping; or must have a
pedable, seded lid or other easily visible tamper-evident system. Do not unwrap
or bresk the seal on any specimen bottle at this time. Unwrap only the collection
container.

Note: Ensure the employee takes only the collection container into the room used
for urination. The seded specimen bottles remain with the collector.

10. The collector directs the employee to go into the room used for urination, provide a
specimen of a least 45 mL, not to flush the toilet, and return with the specimen as soon
as possble after completing the void. (In many restrooms, atoilet tank into which bluing
agent may be placed is not accessible to the collector. When the employee flushes the
toilet, he or she can use the clear (un-blued) water to potentidly dilute the specimen.

| nadvertently flushing the toilet does not automaticaly require any corrective action by
the collector or arecollection. However, to guard againgt this action, the collector may
want to place a card with ingtructions not to flush by the toilet handle or tape or otherwise
secure the handle with tamper-evident tape.) The collector may set areasonable time
limit for the employee to be indde the bathroom and this time frame should be explained
to the employee.

Note: The collector should also tell the employee that the temperature of the
specimen isacritica factor and that the employee should bring the specimen to
the collector as soon as possible after urination. The collector should inform the
employeethat if it islonger than 4 minutes from the time the employee urinates
into the container and the collector takes the specimen temperature, the potential
exigs tha the specimen may be out of range and an observed collection may be
required.

Note: The collector should pay close attention to the employee during the entire
collection process to note any conduct that clearly indicates an attempt to
subgtitute or adulterate a specimen. If the collector detects such conduct, and the
employee has dready provided a specimen, the collection processfor this
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specimen is completed, and then the collector immediately begins anew
collection under direct observation using a second CCF and anew kit. The
collector then provides an appropriate comment on the "Remarks' linein Step 2
on the first CCF and second CCF indicating that thisisthe first of two or second
of two (i.e, 10of 2, 2 of 2) collections, the specimen ID numbers of the first and
second CCF, the reason for the second collection, and that the second collection
was under direct observation (check appropriate box in Step 2 of the CCF). This
will ensure that the laboratory and the MRO know that two separate specimens
are being submitted for testing; the first one possibly being adulterated or
subdtituted. Additiondly, the collector must inform the collection Site supervisor
and the DER that a collection took place under direct observation and the reason
for having done 0.

11. After the employee gives the specimen to the collector, the collector must check the
temperature of the specimen, check the specimen volume, and inspect the specimen for
adulteration or substitution. The collector should check the temperature of the specimen
as soon as the employee hands over the specimen, but no later than four minutes after the
employee comes out of the restroom. The acceptable temperature rangeis 32°-38°C/ 90°-
100°F. Temperature is determined by reading the temperature strip origindly affixed to
or placed on the outside of the collection container. If the temperature is within the
acceptable range, the "Yes' box is marked in Step 2 on the CCF and the collector
proceeds with the collection procedure. (If the temperature is out of range, the collector
marksthe “Nao” box in Step 2 and initiates an observed collection.) The collector then
checks to make sure that the specimen contains a sufficient amount of urine (@ minimum

of 45 mL for dl DOT collections). If the volume is sufficient, the collector checks the

box on the CCF (Step 2) indicating that this was a split specimen collection. (This may be
done a the same time that the collector checks the temperature box.) The collector must
ingpect the specimen for unusual color, presence of foreign objects or materia, or other
sgns of tampering or adulteration. If it is gpparent from this ingpection that the employee
has adulterated or subgtituted the specimen (e.g., the specimen is blue, exhibits excessve
foaming when shaken, has smell of bleach), a second collection using direct observation
procedures must be conducted immediately. If the temperature is outs de the acceptable
range, the volume islessthan 45 mL, or the specimen may have been adulterated, the
collector follows procedures in Section 10. Problem Collections.

12. After the employee hands the collection container to the collector, the collector
unwraps or opens the specimen bottles. (The employee may be permitted to do this,
however, the recommended “best practice’ is for the collector to perform this procedure.)
Bottles may be shrink-wrapped or secured by other easily discernable tamper-evident
methodology and may be wrapped separately or together.

Note: Both the collector and employee will maintain visud contact of the
gpecimen to the greatest extent possible until the labels/seals are placed over the
gpecimen bottle caps/lids. If practicd, the collector may permit the employee to
wash his or her hands right after the employee gives the collection container to the
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collector (and the collector checked the temperature), provided the employee and
the collector can ill maintain visud control of the specimen collection container.

13. The collector, not the employee, then pours at least 30 mL of urine from the
collection container into a specimen bottle and places the lid/cap on the bottle. Thiswill
be the primary specimen or "A" bottle. The collector, not the employee, then pours at
least 15 mL into a second bottle and places the lid/cap on the bottle. Thiswill be the"B"
bottle used for the split specimen. (The collector may first pour the requisite amount of
gpecimen into each bottle and then secure the lids/'caps on each baottle.)

Note: The collector should not fill the primary or split specimen bottle up to the
cap because a completely full bottle is more likely to legk in trangt. Additiondly,
when a split specimen bottleis full and subsequently frozen, it may causethe
bottle materia to crack and then leak during trangit as the specimen thaws.

14. The collector, not the employee, must then remove the tamper-evident seds from the
CCF and place them on each bottle, ensuring that the sed labeled as“A” is placed on the
primary bottle with a least 30 mL of urine and that the sedl labeled as“B” isplaced on
the bottle with 15 mL of urine. The sed must be centered over the lid/cap and down the
sdes of the bottle to ensure that the lid/cap cannot be removed without destroying the
sedl. The collector, not the employee, writes the date on the sedls. The employeeisthen
requested to initia the sedls. The employee must be present to observe the seding of the
specimen bottles. If the employee fals or refusesto initid the sedls, the collector must
note thisin the “Remarks’ line of the CCF and complete the collection process, thisis not
congdered arefusd to test.

Note: The collector must not ask the employee to initid the labelsed s while
they are dtill attached to the CCF; they must be initided after they are placed on
the bottles. The collector should aso inform the employee to use care during the
initiding process to avoid damaging the labels/sedls.

Note: Occasiondly, the tamper-evident |abel/sed provided with the CCF will not
properly adhere to the specimen bottle because of environmenta conditions (e.g.,
moisture, temperature, specimen bottle materia) or may be damaged or broken
during the collection process. When this occurs, the collector should use the
following corrective procedures:

(&) If the sedl is broken while being removed from the chain of custody
form or during the application of the first sed on the primary bottle, the
collector should transfer the information to a new CCF and use the sedls
from the second form.

(b) If one sedl isdready in place on a bottle and the second sedl is broken
while being removed from the CCF or is broken during application on the
second bottle or while the employeeisinitiding ether sed, the collector
should initiate a new CCF and provide an appropriate comment on the
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“Remarks’ linein Step 5. The seds from the second CCF should be
placed perpendicular to the origina sedsto avoid obscuring information
on the origind sedls and must be initided by the employee (both sets of
employee initias should match). The collector should draw aline through
the Specimen 1D number and bar code (if present) on the origind sedlsto
ensure that the laboratory does not use that number for reporting the
results. The collector should not pour the specimen into new bottles.

(©) In both cases, the collector should ensure thet al copies of the origind
(first) chain of custody form are destroyed or disposed of properly (eg.,
shredded, torn into pieces).

(d) If the collector inadvertently reversesthe seals (i.e, placesthe “A”
bottle sed on the split bottle and vise-versa) and the collector

subsequently notices this, the collector should note thisin the “ Remarks’
line and continue the collection process. L aboratories have procedures that
permit them to “re-designate’ the bottles.

Note: Thereisno corrective procedure available if the sedl is broken after the
employee leaves the collection site.

Note: Since the specimen bottle is now seded with tamper-evident tape and does
not have to be under the employee's direct observation, the employeeis dlowed
to wash hisor her handsif he or she desires to do so.

15. The collector directs the employee to read, sign, and date the certification statement,
and provide date of birth, printed name, and day and evening contact telephone numbers
in Step 5 of Copy 2 of the CCF.

Note: If the employee refuses to Sgn the form or provide date of birth, printed
name, or telephone numbers, the collector must make a notation on the "Remarks’
lineto that effect and complete the collection. If the employee refuses to fill out
any information, the collector must, as a minimum, print the employee s namein
the appropriate place. This does not condtitute arefusal to test.

16. The collector completes the collector’ s portion of the chain of custody on the CCF
(Copy 1, Step 4) by printing his or her name (the name may be pre-printed), recording the
date and time of the collection, Sgning where indicated, and entering the specific name of
the delivery or courier service transferring the specimens to the laboratory.

17. The collector then ensuresthat dl copies of the CCF are legible and complete. The
collector removes Copy 5 from the CCF and givesiit to the employee.

Note: At thistime, the collector can suggest that the employeelist any
prescription and over-the-counter medications he or she may be taking on the
employee's copy (Copy 5) of the CCF, but not on any other copy. This
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information may help the employee remember what medications he or she may
have taken if a pogtive result is reported by the laboratory to the MRO.

18. The collector places the specimen bottles and Copy 1 of the CCF indde the
appropriate pouches of the leak-resstant plastic bag, and sedls both pouches. If the
employee has not had the opportunity to wash his or her hands, they may do so now. The
collector then informs the employee that he or she may leave the collection ste.

19. Any urine specimen |eft over in the collection container after both specimen bottles
have been appropriately filled and sedled should be discarded at this time. Excess urine
may be used to conduct clinical tests (e.g., protein, glucose) if the collection was
conducted in conjunction with a physical examination required by a DOT operating
adminigration’s regulation. No further testing (e.g., adulteration testing, DNA, additiond
drugs) may be conducted on this excess urine and the employee has no right to demand
that the excess urine be turned over to the employee.

20. The collector places the sealed plastic bag in an appropriate shipping container (e.g.,
box, express courier mailer) designed to minimize the possibility of damage during
shipment. More than one sealed plastic bag can be placed into a single shipping container
if there are multiple collections. The collector sed's the shipping container as gppropriate.
If alaboratory courier hand-delivers the specimens from the collection site to the
|aboratory, the collector prepares the shipment as directed by the courier service. In this
case, the plastic bag may not need to be placed into a shipping container, but still needsto
be trangported by the courier in amanner that protects the bottles from damage.

Note: If the laboratory courier does not hand-ddiver the specimensto the
laboratory, but subsequently places the specimensinto acommercid ddivery
system, the specimens mugt be placed into a shipping container to minimize
damage in trangt.

21. The collector then sends Copy 2 of the CCF to the MRO and Copy 4 to the DER (or
sarvice agent if authorized by the employer). The collector must fax or otherwise transmit
these copiesto the MRO and DER within 24 hours or during the next business day and
keep Copy 3 for at least 30 days, unless otherwise specified by applicable DOT operating
adminigration’s regulations.

Note: The MRO copy (Copy 2) may be faxed to the MRO’ s secure fax machine,
it may be scanned and the image sent to the MRO' s secure computer, or it may be
mailed or sent by courier to the MRO. (It is recommended that the MRO copy be
faxed, anceitiscritica for the MRO to have this document to expeditioudy
conduct the verification process.) In the case where the MRO copy (Copy 2) is
faxed or the scanned image is sent securely to the MRO, the collector or the
collection ste should maintain the MRO copies together with the collector’s
copiesfor 30 days. Retentionisin casethe MRO's copy islogt in the mail or the
faxed or scanned copy is not legible and another copy is required by the MRO.
The transmission process must be coordinated between the collection site and the
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MRO to ensure that transmission procedures meet the MRO' s requirements (e.g.,
MROs must provide secure fax numbers to collection sites, some MROs may
want hard copies mailed; others may want only faxed copies).

22. The collector or collection Ste must ensure that each specimen collected is shipped to
alaboratory as quickly as possble, but in any case within 24 hours or during the next

business day.

23. If the specimen will not be shipped immediatdly, the collector is respongble for
ensuring itsintegrity and security. Specimensin plastic bags, which have not been placed
into shipping containers or which are awaiting alaboratory courier, must be kept in a
secure location. The specimens need not be under lock and key, however, procedures
must exist that would ensure specimens cannot be subject to tampering.

Note: After specimens are placed into shipping containers that are subsequently
sedled, the shipping containers may be placed with other containers or packages
that the collection Ste has waiting to be picked up by a courier. It is expected that
collection Steswill use reasonable security to ensure that dl of their packages are
relaively secure and not subject to damage, theft, or other actions that would
potentialy raise questions related to the integrity of the specimens.

Note: Couriers, posta employees, and other personnd involved in the
trangportation of the sedled shipping container are not required to make, and
should not attempt to make, additiona chain of custody entries on the custody and
control form.

The collection process is now complete.

SECTION 7. SHY BLADDER PROCEDURES

The term "shy bladder” refers to a Situation when the employee does not provide a
sufficient amount of urine (45 mL) for aDOT-required drug test. If an employee tellsthe
collector, upon arrival & the collection Ste, that he or she cannot provide a specimen, the
collector mug dill begin the collection procedure regardless of the reason given. The
collector should tell the employee that most individuas can provide 45 mL of urine, even
when they think they cannot urinate, and direct the employee to make the atempt to
provide the specimen.

At the point in the collection procedure where the collector and employee unwrap/open a
collection container, the collector does the following:

1. The collector requests the employee to go into the rest room and try to provide
aspecimen.
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Note: The employee demondrates his or her ingbility to provide avaid
gpecimen when the employee comes out of the rest room with an
insufficient quantity of specimen or an empty collection container.

2. If the employee provided an initid insufficient pecimen, the collector discards
the insufficient specimen. The collector then annotates in the “Remarks’ line the
time when the employee provided the insufficient specimen. Thisisthetime
when the “shy bladder” collection process Sarts.

Note: If there was actualy no specimen provided on an attempt, the same
collection container may be used for the next attempt (the employee may
keep possession of the container during the waiting period). The collector
uses the same CCF and continues to document subsequent collections on
the same form.

Note: If the insufficient specimen is aso out of temperature range
(assuming there was sufficient specimen to activate the temperature strip)
or shows evidence of adulteration or tampering, the collector completes
the collection process, sends the insufficient specimen (temperature out of
range or adulterated) to the laboratory and immediately initiates another
collection under direct observation.

3. The collector explains to the employee the process for a shy bladder collection
and urges the employee to drink up to 40 ounces of fluids, distributed reasonably
through a period of up to three hours, or until the individua has provided a
sufficient urine specimen, whichever occursfird. Itisnot arefusal to test if the
employee declinesto drink.

Note: Collectors should be sensitive to how frequently they should ask the
employee to provide a specimen. For example, asking the employee to
provide a specimen every haf hour may not produce sufficient specimen,
athough in tota, the amount would have been at least 45 mL. In this case,
the collector needsto determine if alonger timeis needed for the
employee to consume fluids and produce a sufficient volume of specimen.
If the employee refuses to drink fluids, thisis not consdered arefusa to
test, dthough the collector should explain to the employee that not
drinking sufficient fluids may result in the employee sindbility to provide
aaufficient specimen and would require amedical evauation. Under no
circumstances can a collector “combing’ urine collected from separate
voids to cregte one specimen of sufficient volume.

4. If the employee refuses to make the attempt to provide a new urine specimen or
leaves the collection Site before the collection process is completed, the collector
must discontinue the collection, note the fact on the “Remarks’ line of the CCF
(Step 2), and immediately notify the DER. Thisisarefusa to tes.
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5. If the employee has not provided a sufficient specimen within three hours of
the first unsuccessful attempt to provide the specimen, the collector must
discontinue the collection, note the fact on the “Remarks’ line of the CCF (Step
2), and immediatdly notify the DER.

Note: The collector should maintain arecord in the “Remarks’ line on the
CCF of thetime of each attempt, whether there was any specimen
provided or the quantity of specimen provided, and the amount of fluids
that the employee was given to drink. During the waiting time, the
employee must be monitored by the collector (the one conducting the
collection or another collector at the Site) or by another responsible
collection dte staff member or a company representative. The collector
must specificaly tell the employee that he or sheis not permitted to leave
the collection ste and if they do o, that it will be consdered arefusd to
test.

6. The collector then sends Copy 2 of the CCF to the MRO and Copy 4 to the
DER. Thisis done even if the employee did not provide any specimen in order to
notify the MRO and the employer of the problem. The collector must send or fax
these copies to the MRO and DER within 24 hours or the next business day.

SECTION 8. DIRECTLY OBSERVED COLLECTION

A directly observed collection procedure is the same as a routine collection procedure
with the additiona requirement that an observer physicdly watches the employee urinate
into the collection container. The observer mug be the same gender as the employee;
there are no exceptions to this requirement.

An obsarved collection is required when:

1. The employer or DER directs the collector (or collection site) to conduct a collection
under direct observetion.

Note: The employer is required to conduct a directly observed collection when the
laboratory reports an invalid specimen and the MRO reports that there was not an
adequate medica explanation for the result, or because the split specimen test
could not be performed (e.g., split lost, inadequate volume). The employer may
direct an observed collection if the test is areturn-to-duty or follow-up test. An
employee may not “volunteer” to have his or her specimen collected under direct
observation.

2. The callector observed materias brought to the collection site or the employee's
conduct clearly indicated an attempt to tamper with a specimen.

3. The temperature on the original specimen was out of range or the specimen appeared
to have been tampered with.
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Note: The collector may serve as the observer when the collector isthe same
gender as the employee. If not, the collector must cal upon another individua
(who is the same gender as the employee) to act as the observer. The collector
must verbaly ingtruct the observer asto the procedures the observer must follow
and specificdly inform the observer not to take the specimen from the employee,
but have the employee bring it to the collector. It is recommended that the
collector have a short written outline of the procedures to be used for an observed
collection, review these procedures with the observer, and provide a copy of the
written procedures to the observer, if the observer requestsit.

An observed collection is conducted in the following manner:

1. The collector must explain to the employee why a directly observed collection
is being conducted. If the directly observed collection is requested by the
employer, the collector may state the reason (if known) or may only state that the
employer requested a directly observed collection.

2. The collector must complete anew CCF for the directly observed collection
and mark the “reason for test” block (Step 1) the same as for thefirst collection
(unlessit isareturn-to-duty or follow-up test).

3. The collector then checks the * Observed, (Enter Remark)” box and entersthe
reason in the “Remarks’ line (Step 2) and the name of the observer if it is
someone other than the collector.

4. In a case where two sets of specimens are being sent to the laboratory because
of suspected tampering with the first pecimen, the collector enters on the
“Remarks’ line of the CCF (Step 2) for each gpecimen a notation to this effect
(e.g., collection 1 of 2, or 2 of 2) and the CCF specimen ID number of the other

specimen.

5. The collector, if the same gender as the employee, or the same gender observer
enters the restroom or facility where urination occurs with the employee. If itisa
multi-stal restroom, the collector/observer must enter the stdl with the employee.
The collector/observer must watch the employee urinate into the collection
container. Specifically, the collector/observer must persondly and directly watch
the urine go from the employee s body into the collection container (use of

mirrors or video cameras is not permitted).

6. After the employee has completed urinating into the collection container, the
employee and observer leave the enclosed toilet stal/restroom and the employee
hands the collection container directly to the collector. The observer must
maintain visud contact of the collection container until the employee hands the
container to the collector. If the observer isthe collector, the collector may
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receive the collection container from the employee while they are both in the
enclosed toilet stall/restroom.

7. If the employee declinesto dlow adirectly observed collection required or
permitted by Part 40 to occur, the collector discards any specimen the employee
provided previoudy and notifies the DER as soon as possble. Thisis considered a
refusa to test.

8. If the collector learns that a directly observed collection should have taken
place, but was nat, the collector must inform the employer that the employee must
be directed to return for an immediate recollection under direct observation.

SECTION 9. MONITORED COLLECTIONS

A monitored collection is one that is conducted under less than completely private
conditions, utilizing amulti-stall restroom. If there is no practicable work place outside of
the restroom, the collector may set up an area within the multi-stall restroom to be used
asawork areaand for findizing the required paper work. (A collection which is not
monitored may aso be conducted in amulti-stal restroom, provided that the collector
secures dl of the gdls (bluing agent, etc.), secures al water sources and other potential
sources of adulterants (soap dispensers) in the restroom, and posts signs or otherwise
secures the restroom from entry by unauthorized personndl.)

A monitored collection is conducted in the following manner:

1. The collector must secure the room being used for the monitored collection so
that no one except the employee and the monitor can enter it until after the
collection has been completed.

2. The monitor must be the same gender as the employee, unless the monitor isa
medicd professonal (e.g., nurse, doctor, physician’s assistant, technologist or
technician licensed or certified to practice in the jurisdiction in which the
collection takes place). The monitor can be adifferent person from the collector
and need not be a qudified collector.

3. If someone other than the collector is to monitor the collection procedure (i.e.,
the collector is not amedica professiond), the collector must verbally ingtruct
that person to use the following procedures (if the collector is the monitor, the
collector must dso follow these procedures):

(& A monitor stands outside the stall and does not watch the employee
urinate. If the monitor hears sounds or makes other observations indicating
an atempt to tamper with a specimen by the employee, there must be an
additional collection conducted under direct observation.
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(b) A monitor must ensure that the employee takes the collection container
directly to the collector as soon as the employee has exited the enclosure.

4. \When someone besides the collector has acted as the monitor, the collector
must note that person’s name in the “Remarks’ line of the CCF (Step 2).

5. If the employee declines to permit a collection authorized under Part 40 to be
monitored, it isarefusd to test.

SECTION 10. PROBLEM COLLECTIONS

CATHETERIZATION.

If an employee needs medicd attention (e.g., an injured employee in an emergency
medica facility who isrequired to have a post-accident test), treatment takes priority and
should not be delayed to collect a specimen. If an employee is catheterized as part of a
medical procedure (following an accident), once the employee’ s medical condition is
dabilized and the employee can give his or her consent to the collection (e.g., understand
that aDOT callection is required, can sign the CCF), a urine specimen should be
obtained from that employee. Procedures smilar to those listed below may be used when
an externd urine bag isinvolved. A urine specimen must not be collected, by
catheterization or other means, from an unconscious employee to conduct a DOT-
required drug test. Catheterization of a conscious employee to obtain a urine specimen for
aDOT-required test is also not authorized. However, an employee who normally voids
through intermittent or sdlf-catheterization isrequired to provide a specimen in that
manner if he or sheisrequired to produce a specimen for aDOT test. If able to, the
employee may provide the specimen directly from the catheter into the collection
container in the privacy of arestroom. If an employee, who normdly voids through slf-
catheterization, declines to do o, thiswould congtitute arefusal to test.

EXTERNAL URINE BAG.

The following procedures should be used in the collection of a urine specimen from an
employee who has amedical condition requiring an indwelling catheter or excretion of
urineinto an externd bag. The urine specimen should be a freshly voided specimen. If an
employee with an indwelling catheter may urinate directly into a collection container. In
the case of an employee with an externd bag, the employee should be asked to empty his
or her bag in the privacy of a bathroom, show the empty bag to the collector, and then
drink sufficient fluids at the collection Site to provide 45 mL of urine, which can be
subsequently poured by the employee from the bag into a collection container in the
privacy of abathroom. In this case, the temperature of the specimen would not be a
critica factor. The collector should be keenly aware of the potentid embarrassment that
this type of collection can cause the employee and should conduct the collection with
appropriate decorum.

This procedure would not have to be done in amedica environment/hedth clinic or by a
collector of the same gender, dthough the collector may try to accommodate the
employee (e.g., conduct the collection at amedical facility, have the same gender

Office of Drug and Alcohal Policy and Compliance August 2001, Verson 1.01




DOT Urine Specimen Collection Guiddines

collector) if the employee requests this and if it would not significantly ddlay the

collection process. If the employer is aware of this Situation prior to the actua collection
(e.g., because the employee had previoudy expressed a desire to provide the specimen in
amedicd setting, requested a same gender collector, told the employer about the medica
condition and its impact on urine collection for drug testing), the employer (collection

gte) may establish or modify procedures as needed to permit the employee to provide a
specimen in away condgstent with the employee s privacy while till meeting regulatory
requirements. In the case of a collection based on a post-accident or reasonable suspicion
requirement, the collector may attempt to honor the employee’ s request (for the
collection to be conducted in amedica setting or for the collector to be the same gender)
if the collection can be accomplished within a reasonable time frame.

The above scenario assumes that the employee’ s medical condition is not one that
decreases or completely prohibits rena output, and that the employee can produce normal
amounts of urine that is excreted into an externd bag. Therefore, an employee with this

or smilar medical conditions would be subject to the same testing requirements (e.g.,
pre-employment, random) and to the “ shy bladder” protocol (three hours and 40 ounces
of fluids) as an employee with no medica condition. If an employee who normdly voids
in this manner declines to provide a urine specimen under these conditions, it would
condtitute arefusal to test.

TEMPERATURE. The collector should check the temperature of the Specimen as soon as
the employee hands over the specimen, but no later than four minutes after the employee
comes out of the restroom. The acceptable temperature range is 32°-38°C/ 90°-100°F.
Temperature is determined by reading the temperature strip originaly affixed to or placed
on the outside of the collection container after the employee hands the specimen to the
collector.

(8 If the temperature is within the acceptable range, the "Yes' box ismarked in
Step 2 on the CCF and the collector proceeds with the collection procedure.

(b) If the temperature is outside the acceptable range, the "No" box is marked in
Step 2 on the CCF and if the temperature was below or above the acceptable
range should be noted in the “Remarks’ line. The collector completes the
collection process for the “firs” gpecimen and immediately begins a“second”
collection under direct observation using a second CCF and anew kit. The
collector then provides an appropriate comment on the "Remarks' linein Step 2
on the first CCF and second CCF indicating that thisisthe first of two or second
of two collections, the specimen ID numbers of the first and second CCF, the
reason for the second collection, and that the second collection was under direct
observation. Thiswill ensure that the |aboratory and the MRO know that two
Separate specimens are being submitted for testing; the first one possibly being
adulterated or subdtituted. Additiondly, the collector must inform the collection
Ste supervisor and the DER that a collection took place under direct observation
and the reason for doing so.
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Note: Thereis no requirement to take the employee’ s body temperature if
the specimen temperature is out of range. If the collector suspectsthat the
temperature strip was not activated, the collector should pour the urine
gpecimen into another collection container with atemperature strip or into
a specimen bottle which has a temperature strip attached, and use this
method to determine the specimen temperature. Collectors should not
introduce any other object (e.g., litmus paper, testing strips, etc.) into the
gpecimen in the collection container or the bottles.

SPECIMEN VOLUME. The collector checks to make sure that the specimen contains a
aufficient amount of urine (a minimum of 45 mL for dl DOT callections). If the volume

is sufficient, the collector checks the box on the CCF (Step 2) indicating that thiswas a
split specimen collection. (This may be done &t the same time that the collector checks
the temperature box.)

If the volumeislessthan 45 mL, the action taken will depend on whether the temperature
of the specimen isin or outside the acceptable temperature range.

(a) If the temperature is in the acceptable range, the specimen is discarded and a
second specimen is collected. The collector may use the origind CCF for the
second specimen, but should annotate in the “Remarks’ line the time that the first
insufficient specimen was provided by the employee and the fact thet thisisa
second collection (the time annotation isimportant Since this may become a“shy
bladder” situation). The collector should use a new specimen collection container,
if these are available separately or a new kit.

(b) If the temperature is outside the acceptable range, a second specimen mus be
collected under direct observation and both specimens are sent to the [aboratory
for testing. The collector must use a separate CCF and kit for each specimen and
provide an gppropriate comment on each CCF to indicate why two specimens
were collected.

ADULTERATION OR SUBSTITUTION. The collector must ingpect the specimen for
unusua color, presence of foreign objects or materid, or other signs of tampering or
adulteration. If it is gpparent from this inspection that the employee has adulterated or
subdtituted the specimen (e.g., the specimen is blue, exhibits excessve foaming when
shaken, has smell of bleach), a second collection using direct observation procedures
must be conducted immediaey. The first gpecimen and the second specimen collected
using direct observation are both sent to the laboratory for testing. The first specimenis
aways sent to the laboratory even though it may have had an insufficient volume, but
showed signs of tampering.

If the employee does not provide the required amount of urine for the second collection
using direct observation, the collector annotates the time the second specimen was not
provided and initiates the shy bladder procedures. If after 3 hours the employee il
cannot provide a sufficient amount of specimen, the collector ends the collection process
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and informs the DER. The collector must send or fax Copy 2 of the CCF to the MRO and
Copy 4 to the DER within 24 hours or the next business day. The collector mug send the
origina specimen to the laboratory with an annotation that the specimen was suspected of
being adulterated or subgtituted, that a second collection was atempted, but that a shy
bladder prevented collection of a second specimen.

Note: In a case where the employee refuses to provide another specimen or
refuses to provide a specimen under direct observation, the collector discards any
gpecimen the employee provided previoudy during the collection and then
notifies the DER that the employee refused to comply with aDOT test.

SECTION 11. BLIND QUALITY CONTROL SAMPLES

An employer or Consortial Third Party Adminigtrator (C/TPA) with an aggregate of 2000
or more DOT-covered employees, must send blind quality control samples to laboratories
they use. If the employer or C/TPA have an aggregate of fewer than 2000 DOT-covered
employees, they are not required to provide blind quaity control samples.

To each |aboratory to which an employer or C/TPA sends & least 100 specimensin a
year, they mudt transmit a number of blind qudity control samples equivaent to one
percent of the specimens sent to that laboratory, up to a maximum of 50 blind qudity
control samplesin each quarter (i.e., January-March, April-June, July- September,
October-December). A C/TPA must gpply this percentage to the total number of DOT-
covered employees specimensiit sends to the laboratory. Blind qudity control sample
submissions must be evenly spread throughout the year.

Note: In generd, the employer determines who will conduct the regulatory
requirement for the employer to submit blind qudity control samples. It may be
the employer itsdf, the collection site, MRO, or the C/TPA. However, regardless
of who purchases the blind quality control samples, they must be submitted
through the normal collection procedures used by the employer and must be
indigtinguishable by the laboratory from normal specimens sent by the collection
gtefor DOT tedting.

The collector dways submits the blind qudity control sample using the same CCF asthat
used for an employee specimen. The collector provides the required information to
ensure that the CCF has been properly completed as wdl as providing fictitiousinitias
on the specimen bottle label/'sedls. Since there is no employee, the collector must
indicate that the sampleisa"blind qudity control” on the MRO copy where the
employee would normaly provide asgnature (Step 5 on Copy 2 of the CCF).

Note: For ablind quality control sample, Copies 4 and 5 of the CCF (the
employer and employee copy) may be discarded by the collector, unless the
employer or the service agent requires the employer copy (in this case, the
collector must ensure that the employer copy has the same “ blind qudity control”
annotation as the MRO copy). All blind qudity control samples must be
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submitted as DOT split gpecimen collections. Blind quality control samples may
be obtained from companies listed on the HHS Internet web site
(http://workplace.samhsa.gov/).

SECTION 12. CORRECTING COLLECTION PROBLEMS

When an HHS certified laboratory receives specimen bottles and the associated CCF, it
checksto seeif the specimen ID number on the specimen bottle [abels/'sed s matches the
number on the CCF, that the specimen bottle sedls are intect, that there is sufficient
specimen volume, and that the CCF has been properly completed by the collector. If there
is any discrepancy and/or error of omission (i.e., the collector did not sign the chain of
custody, the collector did not check the temperature box), the laboratory will contact the
collector to determine if the discrepancy and/or missing information can be recovered.
That is, the collector can provide a written memorandum attesting to the fact that he or

she inadvertently forgot to properly document the CCF.

Note: If afatd flaw exigtsin the collection process or amemorandum for record
or other written statement cannot be provided by the collector to related to a
correctable flaw, the laboratory will report "Rejected for Testing” to the MRO and
provide an gppropriate comment as to why the specimen was not tested. If the
reason for rejecting the test was a collector error, when atest is cancelled by the
MRO, the collector who collected the specimen will need to go through an error
correction training process within 30 days addressing the specific problem that
caused the specimen to be cancelled.

Note: Once contacted by the laboratory or the MRO, the collector should
immediately provide a statement or memorandum to recover the discrepancy
and/or error of omission. Laboratories are required by HHS to retain these
specimens for aminimum of 5 business days before they may be discarded;
therefore, it is critica that the collector respond immediately to the |aboratory’s
request for corrective action.

The collector has the responsibility of trying to successfully complete acollection
procedure for each employee.

1. If, during or shortly after the collection process, the collector becomes aware of
any event that prevents the completion of avaid test or collection (eg., a
procedura or paperwork error), the collector must try to correct the problem
promptly, if doing so is practicable. The collector may initiate another collection

as part of this effort. However, the collector must not recal an employee for
another collection once the employee has €ft the collection site. Thereis one
exception: when the collector learns that adirectly observed collection should
have been conducted, but was not, the collector must notify the employer to direct
the employee to return for an immediate recollection under direct observation.
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2. If another collection is necessary, the collector must begin the new collection
procedure as soon as possible, using anew CCF and anew collection kit.

Note: If the collector becomes aware of a problem that can be corrected,
but which has not already been corrected, the collector must take all
practicable actions to correct the problem so that the test is not cancelled.

3. If the problem resulted from the omisson of required information, the collector
mus, as the person respongble for providing that information, supply in writing

the missing information and a Satement that it is true and accurate. For example,
suppose the collector forgot to make a notation on the “Remarks’ line of the CCF
that the employee did not sign the certification. The collector would, when the
problem is called to his or her attention, supply asigned statement that the
employeefailed or refused to Sgn the certification and that the collector’s
datement is true and accurate. The collector must supply thisinformation on the
same business day on which he or sheis notified of the problem, transmitting it by
fax or courier.

Note: If the problem isthe use of anon-Federa form, the collector must,
as the person responsible for the use of the incorrect form, provide a
signed statement that the incorrect form contains al the information
needed for avdid DOT drug tet, that the incorrect form was used
inadvertently or as the only means of conducting atest, in circumstances
beyond the collector’s control. The statement must Ao list the steps the
collector has taken to prevent future use of non-Federa formsfor DOT
tests. For thisflaw to have been corrected, the test of the specimen must
have occurred at a HHS-certified laboratory where it was tested using the
testing protocal in this part. The collector must supply this information to
the laboratory on the same business day on which he or she is notified of
the problem, transmitting it by fax or courier.

4. If the problem is the use of a nonFederal CCF or an expired Federa form, the
collector must provide a signed statement (e.g., a memorandum for record). The
documentation must Sete that the incorrect form contains al the information
needed for avalid DOT drug test, and that the incorrect CCF was used
inadvertently or as the only means of conducting atest, in circumstances beyond
the collector’s control. The memorandum must aso list the steps the collector

took to prevent future use of non-Federa or expired Federal CCFsfor DOT tests.
This information must be supplied to the [aboratory on the same business day that
the collector is notified of the problem, and may be transmitted by fax or courier.

5. The collector must maintain a copy of the written and dated documentation of
correction with the gppropriate CCF. The collector must also mark the CCF in
such away (e.g., samp noting correction, written notation) that it would be
obvious on the face of the CCF that the corrected (missing) information was
supplied.
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SECTION 13. DOT-REGULATED AND NON-REGULATED EMPLOYERS

Employers regulated by the Department of Transportation (as well as Federa agencies)
are required to use the OMB approved Federal Drug Testing Custody and Control Form
for their workplace drug testing programs. All other employers or private sector
companies and non-DOT testing conducted by DOT-regulated employers are prohibited
from using the Federd CCF. (The Federal Railroad Administration has specific CCFs,
which must be used for post-accident testing in the railroad industry.)

In the rare instance where the collector, either by mistake or as the only means to conduct
atest under difficult circumstances (e.g., post-accident test with insufficient time to

obtain the CCF), uses a non-Federal form for aregulated collection, the use of anon
Federa form does not, in and of itsdlf, present areason for the laboratory to reject the
gpecimen for testing or for the MRO to cancel the test. However, if the laboratory or the
MRO discovers the use of the incorrect form, a Sgned statement must be obtained from
the collector stating the reason why the Federad CCF was not used for the regulated
collection.
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APPENDIX A - DOT STANDARDS FOR URINE COLLECTIONKITS

1. Collection Container

a. Sngle-use container, made of plagtic, large enough to easily catch and hold at least 55
mL of urine voided from the body.

b. Must have graduated volume markings clearly noting levels of 45 mL and above.

c. Must have atemperature strip providing graduated temperature readings 32-38° C /
90-100° F, that is affixed or can be affixed at a proper level on the outside of the
collection container. Other methodologies (e.g., temperature device built into the wal of
the container) are acceptable provided the temperature measurement is accurate and such
that there is no potentia for contamination of the specimen.

d. Mugt beindividualy wrapped in asedled plastic bag or shrink wrapping; or must have
apedable, seded lid or other easily vishle tamper-evident sysem.

e. May be made available separately at collection Sites to address shy bladder situations
when severd voids may be required to complete the testing process.

2. Plagtic Specimen Bottles

a Each bottle must be large enough to hold &t least 35 mL; or dternatively, they may be
two distinct szes of specimen bottles provided that the bottle desgned to hold the
primary specimen holds at least 35 mL of urine and the bottle designed to hold the split
gpecimen holds at least 20 mL.

b. Must have screw-on or snap-on caps that prevent seepage of the urine from the bottles
during shipment.

¢. Must have markings clearly indicating the appropriate levels (30 mL for the primary
gpecimen and 15 mL for the split) of urine that must be poured into the bottles.

d. Must be designed so that the required tamper-evident bottle seals made available on
the CCF fit with no damage to the sed when the employee initids it nor with the chance
that the sedl overlap would conced printed informetion.

e. Must be wrapped (with caps) together in a sedled plastic bag or shrink wrapping
separate from the collection container; or must be wrapped (with cgp) individualy in
seded plastic bags or shrink wrapping; or must have pedable, sedled lid or other easily
vighble tamper-evident system.

f. Plagtic materid must be leach resstant.

3. Leak-ressant Plagtic Bag
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a Must have two sedlable compartments or pouches which are legk-resigtant; one large
enough to hold two specimen bottles and the other large enough to hold the CCF
paperwork.

b. The sealing methodology must be such that once the compartments are seded, any
tampering or atempts to open either compartment will be evident.

4. Absorbent materid

Each kit must contain enough absorbent materia to absorb the entire contents of both
gpecimen bottles. Absorbent materiad must be designed to fit insde the leak-resistant
plastic bag pouch into which the specimen bottles are placed.

5. Shipping Container

a Must be designed to adequatdly protect the specimen bottles from shipment damagein
the transport of specimens from the collection Ste to the laboratory (e.g., Standard courier
box, small cardboard box, plastic container).

b. May be made available separately a collection Stes rather than being part of an actud
kit sent to collection Sites.

c. A shipping container is not necessary if alaboratory courier hand-ddiversthe
gpecimen bottles in the plagtic leek- proof bags from the collection Ste to the |aboratory.

APPENDIX B - TRAINING REQUIREMENTSFOR COLLECTORS

To be permitted to act as a collector in the DOT drug testing program, you must meet the
following requirements:

(a) Badcinformation Y ou must be knowledgeable about 49 CFR Part 40, the
current “DOT Urine Specimen Collection Procedures Guidelines,” and DOT agency
regulations applicable to the employers for whom you perform collections, and you must
keep current on any changesto these materids. The DOT Urine Specimen Callection
Procedures Guiddines document is available from ODAPC (Department of
Transportation, 400 7th Street, SW., Room 10403, Washington DC, 20590, 202- 366-
3784, or on the ODAPC web site (http://www.dot.gov/ost/dapc).

(b) Qudification training. Y ou must receive qudification training which provides
indruction on the following subjects:

(2) All steps necessary to complete a collection correctly and the proper
completion and transmission of the CCF;

(2) “Problem” collections (e.g., Stuations like “shy bladder” and attempts to
tamper with a specimen);

(3) Fatd flaws, correctable flaws, and how to correct problemsin collections, and

(4) The collector’ s responsibility for maintaining the integrity of the collection
process, ensuring the privacy of employees being tested, ensuring the security of the
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specimen, and avoiding conduct or statements that could be viewed as offensive or
inappropriate;

(c) Initid Proficiency Demondration Following your completion of qualification
training under paragraph (b) above, you must demondrate proficiency in collections by
completing five consecutive error-free mock collections.

(1) Thefive mock collections must include two uneventful collection scenarios,
one insufficient quantity of urine scenario, one temperature out of range scenario, and
one scenario in which the employee refuses to sgn the CCF and initid the specimen
bottle tamper-evident sedl.

(2) Another person must monitor and evauate your performance, in person or by
ameansthat provides red-time observation and interaction between the ingtructor and
trainee, and attest in writing that the mock collections are “error-free” This person must
be a qualified collector who has demonsirated necessary knowledge, skills, and abilities

by__

(1) Regularly conducting DOT drug test collections for a period of at least ayesr;
(if) Conducting collector training under this part for ayear; or
(ili) Successfully completing a"train the trainer” course.

(d) Schedule for qudification training and initid proficency demondration. The
following isthe schedule for qudification traning and the initid proficiency
demondtration you must mest:

(1) If you became a collector before August 1, 2001, and you have dready met
the requirements of paragraphs (b) and (c) of this section, you do not have to meet them
agan.

(2) If you became a collector before August 1, 2001, and have yet to meet the
requirements of paragraphs (b) and (c) of this section, you must do so no later than
January 31, 2003.

(3) If you become a collector on or after August 1, 2001, you must meet the
requirements of paragraphs (b) and (c) of this section before you begin to perform
collector functions.

(e) Refresher training. No less frequently than every five years from the date on
which you satisfactorily complete the requirements of paragraphs (b) and (c) above, you
must complete refresher training that meets al the requirements of paragraphs (b) and (c).

(f) Error Correction Training. |f you make amistake in the collection process that
causes atest to be cancedlled (i.e., afatal or uncorrected flaw), you must undergo error
correction training. Thistraining must occur within 30 days of the date you are notified
of the error that led to the need for retraining.

(i) Error correction training must be provided and your proficiency documented in
writing by a person who meets the requirements of paragraph (c)(2) above.

(i) Error correction training is required to cover only the subject matter area(s) in
which the error that cauised the test to be cancelled occurred.

(i) As part of the error correction training, you must demondrate your
proficiency in the collection procedures of this part by completing three consecutive
error-free mock collections.  The mock collections must include one uneventful scenario
and two scenarios related to the area(s) in which your error(s) occurred. The person
providing the training must monitor and evauate your performance and atest in writing
that the mock collections were “error-free.”
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(9) Documentation. Y ou must maintain documentation showing that you
currently meet al requirements of this section. 'Y ou must provide this documentation on
request to DOT agency representatives and to employers and C/TPAswho are using or
negotiating to use your services.

APPENDIX C —QUESTIONS AND ANSWERS

Periodicdly, DOT will publish questions and answers specific to the collector and the
collection process. These will be posted on the DOT Internet web Site
(www.dot.gov/ost/dapc/). All collectors are encouraged to check the Site to ensure that
they have the most current information to help them conduct DOT-required specimen
collections appropriately. Collectors who do not have access to the Internet may obtain
copies of the questions and answers from a fax-on-demand system by cdling 1-(800)-
225-3784. Callectors who do not have access to the Internet may obtain copies of the
Questions and Answers from a fax-on-demand system by cdling 1-(800)-225-3784.

APPENDIX D —OPERATING ADMINISTRATIONS RULES (SUMMARY)

49 CFR Part 40 (40.33(a)) states that collectors must be knowledgeable about the DOT
agency regulations applicable to the employers for whom the collectors conduct urine
specimen collections. The following is a short summary of some of the operating
adminigrations requirements. Copies of the complete rule texts are available on the
DOT Internet web site (www.dot.gov/ost/dapc/).
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Federal Motor Carrier Safety Administration
(FMCSA)

Covered employee: A person who operates (i.e., drives) aCommercid Motor Vehicle
(CMV) weighing 26,001 pounds or gregter, or is designed to transport 16 or more
occupants (to include the driver); or is of any sze and is used in the trangport of

hazardous materids that require the vehicle to be placarded.

Types of testsfor drugs: Pre-employment, random, reasonable suspicion, post-accident,
return-to-duty, and follow-up.

Types of testsfor alcohol: Pre-employment (optiona), random, reasonable suspicion,
post-accident, return-to-duty, and follow-up.

Definition of accident requiring testing: Any accident involving afatdity requires
testing. Tegting isaso required in accidents in which avehicle is towed from the scene
or in which someoneis treeted medicaly away from the scene; and acitation isissued to
the CMV driver.

Reasonable-suspicion deter mination: One trained supervisor or company officia can
make the decision based upon specific, contemporaneous, articulable observations
concerning the appearance, behavior, speech, or body odors of the employee.

Pre-duty alcohol use prohibitions: Four (4) hours prior to performance of duty.

Actionsfor BACs0.02 —0.039: If the employer chooses to return the employee to
covered service within 24 hours, the BAC retest must be below 0.02.

Employeetraining: Employer must provide educationd materids explaining drug and
acohal regulatory requirements and employer’s policies and procedures for meeting
regulation requirements. Distribution to each employee of these educationd materias
and the employer’ s policy regarding the use of drugs and acohol is mandatory.

Supervisor training: One-hour training is required on the specific, contemporaneous
physicd, behaviord, and performance indicators of probable drug use. One-hour training
is required on the specific, contemporaneous physica, behaviord, and performance
indicators of probable acohol use.

Reportable employee drug and alcohol violations: No requirements to report
violationsto FMCSA.

Other: Driversare prohibited from using alcohol for eight hoursfollowing an accident
(asdescribed above) or until they have under gone a post-accident alcohol test,
whichever occursfirst.
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Federal Railroad Administration
(FRA)

Covered employee: A person who performs hours of service functions at a rate
sufficient to be placed into the railroad’s random testing program. Categories of
personnel who normally perform these functions are engineers, conductors,
signalmen, operators, dispatchers, and switchmen.

Types of testsfor drugs: Pre-employment, random, reasonable suspicion, reasonable
cause, post-accident, return-to-duty, and follow-up.

Types of testsfor alcohol: Pre-employment (optional), random, reasonable suspicion,
reasonable cause, post-accident, return-to-duty, and follow-up.

Definition of accident requiring testing: FRA’s post-accident testing rule goes well
beyond norma Part 40 procedures (i.e., urine and blood from surviving employees and
a s tissue from deceased employeesis collected). FRA regulation 49 CFR Part 219
Subpart C, stipulatesthe levd of events requiring testing and who has to be tested. This
testing, a FRA’s contract laboratory, provides FRA with accident investigation and
usage data.

Reasonable-suspicion determination: One trained supervisor can make the decision for
acohol testing based upon specific, contemporaneous, articulable observations

concerning the appearance, behavior, speech, or body odors of the employee. A decision
to conduct a drug test requires two supervisors (only the on-Site supervisor must be

trained).

Reasonable-cause deter mination: Employers are authorized to use federd authority to
test covered employees after specific operating rue violations and/or accidents which
meet the criteriain 49 CFR Part 219 Subpart D.

Pre-duty alcohol use prohibitions: Four (4) hours prior to performance of duty.

Actionsfor BACs0.02 —0.039: The employee cannot be returned to duty until the Sart
of the employee’s next regularly scheduled duty period, but not less than 8 hours
following the test.

Employeetraining: Employer must provide education materids that explain the
requirements of the FRA rules aswell asthe rallroad’ s policies and procedures with
respect to meeting these requirements.

Supervisor training: One-hour of training is required on the specific, contemporaneous
physica, behaviora, and performance indicators of probable drug use and a second hour
FRA (continued)
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is required concerning dcohol use. A component of thistraining is thet identification of
these indicators requires a reasonable suspicion test. Additionally, one-hour of training is
required covering post-accident determinations.

Reportable employee drug and alcohol violations: No requirements to report
violationsto FRA. Engineers, who are the only certificate holdersin therail industry,

will have their certificates reviewed for sugpension or revocation by the employer when a
violation occurs.

Other:
Anyone with direct or immediate supervisory authority over an employee may not collect
that person’s urine, sdliva, or bregth.

Employers must provide avoluntary referral program which addresses an employee’'s
substance abuse rehabilitation needs prior to aviolation occurring and a co-worker report
program which addresses violations identified by co-workers but before employers
identify them. Both of these self-help programs guarantee that employees will retain
their jobsiif they cooperate and complete the required rehabilitation program. For an
engineer who isin avoluntary referrd program, the counsdling professonal must report
the engineer’ s refusal to cooperate in the recommended course of counsdling or treatment
to the employer.
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Federa Aviation Administration
(FAA)

Covered employee: A person who performsflight crewmember duties, flight attendant
duties, flight instruction duties, aircraft dispatch duties, aircraft maintenance or
preventive maintenance duties; ground security coordinator duties; aviation screening
duties; and air traffic control duties. Note: Anyone who performs the above duties
directly or by contract for part 121 or 135 certificate holders, sightseeing operations as
defined in 135.1(c), and air traffic control fadilities not operated by the Government are
considered covered employees.

Typesof testsfor drugs: Pre-employment, random, reasonable cause, post-accident,
return to duty, and follow-up. Periodic testing for Part 67 medica certificate holders.

Types of testsfor alcohol: Pre-employment (optiona), random, reasonable suspicion,
post-accident, return to duty, and follow-up.

Definition of accident requiring testing: Accident means an occurrence associated with
the operation of an aircraft which takes place between the time any person boards the
arcraft with the intention of flight and dl such persons have disembarked, and in which

any person suffers death or seriousinjury, or in which the aircraft receives subgtantia
damage. Testing must occur if employee's performance either contributed to the accident
or cannot be completely discounted as a contributing factor of the accident. The decision
not to test an employee must be based on a determination, using the best information
available a the time of the determination, that the employee's performance could not

have contributed to the accident.

Reasonable cause determination (drugs): Two of the employee's supervisors, one of
whom istrained, shdl substantiate and concur in the decision to test the employee. If the
employer has 50 or fewer employees, asingle trained supervisor can make the
determination.

Reasonable suspicion determination (alcohol): A trained supervisor shal make the
determination based upon specific, contemporaneous, articulable observations concerning
the employee's appearance, behavior, speech, or body orders.

Pre-duty alcohol use prohibitions: Eight (8) hours prior to performance of flight
crewmember duties, flight attendant duties, and air traffic controller duties. Four (4)
hours prior to performance of other duties.

Actionsfor BACs0.02 - 0.039: If the employer chooses to return the employee to
covered serviceswithin 8 hours, the BAC retest must be below 0.02.

Employee training (drugs): An employer mugt train al employees who perform safety-
sengitive duties on the effects and consequences of prohibited drug use on persond
hedlth, safety, and work environment, and on the manifestations and behavioral cues that
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FAA (continued)

may indicate drug use and abuse. Employers must so implement an education program
for safety-sengtive employees by displaying and digtributing informationd materids, a
community service hot-line telephone number for employee assstance and the
employer's policy regarding drug use in the work place which mugt indude information
regarding the consequences under the rule of using drugs while performing safety-
sengtive functions, receiving a verified podtive drug test result, or refusing to submit to a
drug test required under therule.

Employeetraining (alcohal): No training required. Employers must provide covered
employees with educational materids that explain the acohol misuse requirements and

the employer's policies and procedures with respect to meeting those requirements. The
information must be distributed to each covered employees and must include such
information as the effects of acohol misuse on an individud's hedth work, persond life,
sgns and symptoms of an dcohol problem; and the consequences for covered employees
found to have violated the regulatory prohibitions.

Supervisor training (drugs): One-hour training is required on the pecific,
contemporaneous physical, behavioral, and performance indicators of probable drug use.
In addition, supervisors must receive employee training as defined above. Reasonable
recurrent training is also required.

Supervisor training (alcohol): One-hour training is required on the physicd,
behaviora, speech, and performance indicators of probable alcohol misuse.

Reportable employee drug and alcohal violations:

Each employer mugt notify the FAA of any employee who holds a certificate issued
under 14 CFR Parts 61 (pilots and flight and ground ingtructors), 63 (flight engineers and
navigators), or 65 (air traffic control tower operators, arcraft dispatchers, airframe or
power plant mechanics, and repairmen) who has refused to take a drug or acohal test.

Medica Review Officers must notify the FAA of any employee or gpplicant who is
required to hold amedica certificate issued under 14 CFR Part 67 and has a positive drug
test result. An employer cannot permit an employee who isrequired to hold amedica
certificate under part 67 to perform a safety-sengtive function to resume that duty until

the employee has received a medica certificate or a specid issuance certificate issued by
the FAA Federd Air Surgeon and the employer has ensured that the employee meetsthe
return to duty requirements in accordance with Part 40. [Medica certificates are not
operating certificates but employees cannot continue to perform airman duties without a
medica certificate or a gpecia issuance medica certificate]

Employers must notify the FAA Federd Air Surgeon of any safety- senditive employee
who is required to hold an arman medicd certificate issued under 14 CFR Part 67 and
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FAA (continued)

has any dcohol violation. An employer cannot permit an employee who is required to
hold amedical certificate under part 67 to perform a safety- sengtive function to resume
that duty until the employee has received a medicd certificate or a gpecia issuance
certificate issued by the FAA Federd Air Surgeon and the employer has ensured that the
employee mests the return to duty requirements in accordance with Part 40.
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Federal Transt Administration
(FTA)

Covered employee: A person who performs arevenue vehicle operation; revenue
vehicle and equipment maintenance; revenue vehicle control or dispatch; Commercial
Drivers License non-revenue vehicle operation; or armed security duties.

Typesof testsfor drugs: Pre-employment, random, reasonable suspicion, post-accident,
return-to-duty, and follow-up.

Types of testsfor alcohol: Pre-employment (optiona), random, reasonable suspicion,
post-accident, return-to-duty, and follow-up.

Definition of accident requiring testing: Any accident involving afatdity requires
testing. Tedting following anon-fatal accident is discretionary: If the employer can
show the employee' s performance could not have contributed to the accident, no test is
needed.

Reasonable-suspicion determination: One trained supervisor can make the decision
based upon specific, contemporaneous, articulable observations concerning the
appearance, behavior, speech, or body odors of the employee.

Pre-duty alcohol use prohibitions: Four (4) hours prior to performance of duty.

Actionsfor BACs0.02 —0.039: If the employer chooses to return the employee to
covered service within 8 hours, the BAC retest must be below 0.02.

Employeetraining: Employer must provide education with display and ditribution of
informationd materids and a community service hot- line telephone number, if avalable.
One-hour of training on the effects and consequence of prohibited drug use on persona
hedlth, safety, and the work environment, and on the signs and symptoms that may
indicate prohibited drug use. Didribution to each employee of the employer’ s policy
regarding the use of drugs and acohol is mandatory.

Supervisor training: One-hour training is required on the specific, contemporaneous
physica, behaviord, and performance indicators of probable drug use. One-hour training
is required on the specific, contemporaneous physica, behaviord, and performance
indicators of probable alcohol use.

Reportable employee drug and alcohol violations: No requirements to report
violaionsto FTA.

Other: Anyone with direct or immediate supervisory authority over an employee may
not collect that person’surine, saliva, or breath.
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United States Coast Guard
(USCG)

Covered employee: A person whoison board a vessel acting under the authority of a
license, certificate of registry, or merchant mariner's document. Also, aperson
engaged or employed on board a U.S. owned vessel and such vessdl isrequired to
engage, employ or be operated by a person holding alicense, certificate of regidry, or
merchant mariner's document.

Types of testsfor drugs: Pre-employment, periodic, random, reasonable cause, and
post-serious marine incident (SMI), return-to-duty, and follow-up.

Types of testsfor alcohol: 49 CFR Part 40 a cohol-testing requirements do not gpply to
the Maritime Industry. 46 CFR Part 4.06 requires post-SMI chemica testing for acohol
use. 33 CFR Part 95.035 dlows for a marine employer or alaw enforcement officer to
direct an individua to undergo a chemica test for intoxicants when reasonable cause

exists or an accident has occurred.

Definition of incident requiring testing: An SMI isdefined in 46 CFR 4.03-2. In
generd, an SMI is. A discharge of 10,000 galons or more of ail into the navigable
waters of the United States, whether or not resulting from a marine casudlty; a discharge
of areportable quantity of a hazardous substance into the navigable waters or into the
environment of the United States, whether or not resulting from a marine casudty; or a
marine casualty or accident required to be reported to the Coast Guard, involving avessdl
in commercid service, and resulting in any of the following: One or more degths; an
injury to any person (including passengers) which requires professona medica

treatment beyond firgt aid, and, in the case of a person employed on board acommercia
vessdl, which renders the person unable to perform routine vessel duties, damage to
property in excess of $100,000; actua or congtructive totd loss of any inspected vessd;
or actua or congtructive totd loss of any uninspected, saf-propelled vessdl of 100 gross
tons or more.

Reasonable-cause determination (drugs): The marine employer must have a
reasonable and articulable belief that the individua has used a dangerous drug.  This
belief should be based on the direct observation of specific, contemporaneous physicd,
behaviora, or performance indicators of probable use and where practicable based on the
observation of two personsin supervisory postions.

Reasonable-cause deter mination (alcohol): The employee was directly involved in the
occurrence of amarine casudty or the individual operated avessel and the effect of the
intoxicant(s) consumed by the individua on the person's manner, disposition, speech,
muscular movement, general gppearance or behavior is apparent by observation.

Pre-duty alcohol use prohibitions: Four (4) hours prior to performance of scheduled
duty.
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USCG (continued)

Employeetraining: Employer must provide education with display and ditribution of
informationd materids and a community service hot- line telephone number.

Didtribution to each employee of the employer’s policy regarding the use of drugs and
acohal ismandatory. Training must include the effects of drugs and acohol on persona
heeth, safety, and work environment; and manifestations and behaviora cues that may
indicate drug and dcohol use and abuse.

Supervisor training: One-hour training is required on the effects of drugs and acohol
on persond hesth, safety, and work environment; and manifestations and behaviora cues
that may indicate drug and acohol use and abuse.

Reportable employee drug and alcohol violations: Results of al post-SMI tests and
positive drug test results for al mariners who hold a license, certificate of registry or
merchant mariner's document must be reported to the nearest Coast Guard Officer in
Charge, Marine Inspection.
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Resear ch and Special Programs Administration
(RSPA)

Covered employee: A person who performs on apipdine or liquefied naturd gas (LNG)
fadility an operation, maintenance, or emergency-response function.

Typesof testsfor drugs: Pre-employment, random, reasonable cause, post-accident,
return-to-duty, and follow-up.

Types of testsfor alcohol: Post-accident, reasonable suspicion, return-to-duty, and
follow-up.

Definition of accident requiring testing: An accident is oneinvolving gas pipeline
fadlitiesor LNG fadilities or involving hazardous liquid or carbon dioxide pipdine
fadlities.

Reasonable-suspicion determination: One trained supervisor can make the decison
based upon signs and symptoms.

Reasonable-cause deter mination: One trained supervisor can make the decision based
upon reasonable and articulable belief that the employee is using prohibited drugs on the
basis of specific, contemporaneous physicd, behaviord, or performance indicators of
probable drug use.

Pre-duty alcohol use prohibitions: Four (4) hours prior to performance of duty.

Actionsfor BACs0.02 —0.039: If the employer chooses to return the employee to
covered service within 8 hours, the BAC retest must be below 0.02.

Employeetraining (Drugs). Employer must provide EAP education with display and
digribution of informational materids, display and digribution of acommunity service
hot-line telephone number; and display and didtribution of the employer’s policy
regarding the use of prohibited drugs.

Employee Training (Alcohol): Employer must develop materids that explain policies
and procedures (as well as names of those who can answer questions about the program)
and distribute them to each covered employee.

Supervisor training: One-hour training is required on the specific, contemporaneous
physical, behaviord, and performance indicators of probable drug use. One-hour training
is required on the specific, contemporaneous physica, behaviord, and performance
indicators of probable acohol use.

Reportable employee drug and alcohol violations: No requirements to report
violationsto RSPA.
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